READ THIS PACKAGE CAREFULLY!!

OFFICER ADVANCED TRAINING PACKAGE

CG Training and Education Manual (COMDTINST M1500.10B), Chapter 3
CG Advanced Education Program, COMDTINST 1524.1 of 23 May 1997
CG Education Manual (CG INSTITUTE PUB 10460/1560B), Chapter XII

OBLIGATED SERVICE

Minimum active duty obligation of three months for each month of education for the first year and
one for one thereafter, to commence upon completion of advance training. This obligated service is
in addition to any other obligated service incurred and does not run concurrently.

You must complete and submit obligated service/acknowledgment letter to (CGPC-opm-1G within 30
days (10 days for those pickup on Alternate List) of receipt of the notification letter sent via e-mail.

COSTS PAID BY THE COAST GUARD

Tuition. Tuition payment can only be made by purchase order after you send a completed copy of

the Student Accounting Form (July 2007 version) accompanied by an itemized breakdown of
tuition and all mandatory fees from the University to Commandant (CG-1323), U. S. Coast Guard, 2100
Second St. S.W., Washington, DC 20593-0001, via your Program Manager. It is the responsibility of the
graduate student to get the required information to CG-1323 no less than 15 working days prior to payment
due date. You may be billed by the school if you fail to do this.

Tuition deposit/prepayment will be refunded. Submit an original copy of the enclosed SF-1164 with a
receipt of payment or a copy of your canceled check to COMDT (CG-1323).

All mandatory fees which incurred on or after July 1, 2002 shall be funded by AFC56 providing the
following caveats are met:
1. Supporting Information from the college/univ. is provided stating that the fees are mandatory.
2. The cap assigned for the specific program is not exceeded or is not expected to exceed the cap for the
specified fiscal year.
3. Funds are available.
4. Health/Medical fees require a statement from the university stating the fee cannot be waived.

SCHOOL APPLICATION PROCEDURES
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Your PM may want you to attend the Naval Postgraduate School (NPS) Monterey. Let your PM know as
early as possible your interest in attending NPS. CGPC-opm-1G will mail a copy of your transcripts (as
they appear in your CGPC PDR) and GRE scores on your behalf - but only if your PM requests.

Items to be considered in the decision process by you, your PM and Assignment Officer (AO) when
selecting a school:

= curriculum quality (does it meet Program needs?)

= tuition rates (can you qualify for In-State tuition?)

= program length

= projected PCS transfer costs to and from school

You must attempt to gain acceptance to those institutions identified by your PM. If you cannot gain
acceptance to a school approved by your PM, you will be dropped from the advanced training rolls and
will have to compete again for selection.

Contact your PM as soon as practical after your receive your acceptance letter(s).
Your PM and AO, with your input, will then decide the school you are to attend.

Apply for in-state tuition rates and waiver of health and insurance fees even though you may not be a
resident of the State in which the institution is located.




ORDERS PROCESS
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Provide your PM with the following:
= acopy of your college acceptance letter(s)
= registration, class convening & graduation dates
= estimated tuition costs, fees & payment schedule
= school address, POC and telephone number.

E-mail the enclosed Request For Orders Form to your Program Manager (DO NOT SEND A COPY TO
OPM-1G). The PM will then give it to COMDT (CG-1323) for issuance of a Training Allowance Billet
(TAB).

After COMDT (CG-1323) issues the TAB, that branch will cause a copy of the form to be mailed to TQC
and forward the original to COMDT (CG-833). COMDT (CG-833) assigns the TAB to the appropriate
school and delivers the request form to CGPC-opm-1G.

CGPC-opm-1G will review the information and work with the AO, who ultimately issues the orders.
Total elapsed time from PM input to orders issuance is normally 3 - 4 weeks.

Once you get your orders. Provide CGPC-opm-1 (TERRY.LWOOD@USCG.MIL) with the
complete mailing address of the Office of the Registrar. THIS IS IMPORTANT SO THAT A
LETTER CAN BE MAILED TO THE REGISTRAR CONCERNING TUITION.

REPORTING TO DUINS

Check in with the administrative command specified in your PCS orders. We recommend you contact that
administrative unit before you leave your current unit so you’ll know their check in procedures before you
report for DUINS. If you are unsure of who your admin command will be upon departure, contact your
local admin before you leave.

Check in with the ROTC unit at your school, if one exists. The ROTC can help you with local
administrative matters.

POINTS OF CONTACT
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CGPC-0pm-1G at (202) 493-1616 for administrative help.
COMDT (CG-1323) at (202) 475-5499 for payment help and billing questions/problems.

800 Phone Service: Contact anyone in CGPC-opm-2 (assignment officers) by calling 1-800-842-8740 and
following the voice Mail instructions. Please use this number only when FTS is not available.

ONCE IN SCHOOL
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Be sure to submit the attached Data Capture form to CGPC-opm-1G within 30 days of arrival at school.
We’ll use that data to keep track of your whereabouts and to place your name and address on the Coast
Guard Magazine mailing list. THIS IS OUR LINK TO YOU.

Update your personal contact information (i.e. address and phone number) in Direct Access.

Continue to submit a completed copy of the enclosed Student Accounting Form to COMDT (CG-1323)
within two days after you register for each new school term. NOTE: Naval Postgraduate School students
submit completed Student Accounting Form at the beginning of each school year.

KEEP_IN TOUCH with your support help: your ADMIN unit, PM, and me (CGPC-opm-1g).




CURRICULUM AND ACADEMIC PROFICIENCY
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The program length is the maximum time, which it normally takes to attain a SINGLE postgraduate degree.
Your PM and AO may approve an extension if deemed necessary.

Submit your proposed curriculum to your PM for approval within 30 days of reporting to school.
You must adhere to the curriculum that was approved for you by both your institution and your PM.
You are expected to carry a minimum full-time load of 12 credit hours for all academic terms.
Courses must count towards “full-time student” for a grade.

You may not drop required courses without your PM’s approval.

THESIS APPROVAL/PREPARATION
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Your PM can provide you with ideas for a required topic.
The thesis topic must be authorized in advance by your PM.
Do not, repeat, do not travel for thesis purposes without written orders.

Submit two copies of your thesis; one to your PM and the other to the CG Law Library at CG
Headquarters.

UPON COMPLETION OF DUINS

Submit an Officer Education Record (CG-4082) to CGPC-adm-3 for filing in your official HQ PDR
along with:

= copy of official transcripts

= copy of degree certificate.

Submit a copy of the completed Officer Education Record (CG-4082) to your SPO so that your
educational history in the PDS database can be updated.

CONDUCT AND APPEARANCE STANDARDS

The Commander, Coast Guard Personnel Command, expects all students to maintain high standards of
performance. This includes good grades, conduct, and appearance. You may be disenrolled if these
standards are not upheld.

PLEASE complete and submit all paperwork where and when required. It is imperative that we have this
information.

CGPC-opm-1 Revision 07/07




OER SUBMISSION
AND FLOW

WHILE ON DUINS

YOU WHILE
IN SCHOOL

Program Manager
at
CG Headquarters
or CG Academy
or
Host Command
Liaison

v

CGPC-opm-3

OER requirements and submission procedures are explained below in accordance with the CG Personnel Manual,
Chapter 10-A. Please take a few minutes to review it.

You must contact you program manager at least twice a semester, prior to registering for class and prior to mailing
your OER, to discuss your progress and course selection. This will also be beneficial to your specialty progression.

The OPFAC number for your school and your OBC should be on your orders. Call CGPC-opm-1g at (202) 493-
1616 for help.




COAST GUARD PERSONNEL MANUAL CHAPTER 10.A.

10.A.5. Preparation and Use of the Duty under Instruction (DUINS) OER

10.A.5.a. General

This section describes the procedures for preparing and processing Duty Under
Instruction (DUINS) Officer Evaluation Reports (OERS).

1.

2.

The OER (CG-5310 (series)) submission schedule for officers assigned to DUINS
shall be as follows:

When a Reported-on Officer is assigned PCS duty under instruction to a
civilian institution, Naval Post Graduate School (NPS) Monterey, or an
Armed Forces School (Service or senior Service), OER submission will be
coordinated with routine breaks in the school’s academic schedule. For
lieutenants (junior grade) and below, at a minimum OERs shall be submitted
twice a year. For lieutenants and above, at a minimum OERs shall be
submitted once a year.

When a Reported-on Officer is assigned PCS duty under instruction to
industry training, OERs shall be submitted upon detachment of the officer or
completion of the program.

When a Reported-on Officer is assigned PCS duty under instruction to Flight
Training, OERs shall be submitted at the end of each training phase.

When a Reported-on Officer is assigned PCS duty under instruction and
performing duty as an intern or trainee at a Coast Guard unit (e.g., Law
student, legal staff intern), a concurrent OER may be submitted for a period of
greater than 14 days. This concurrent OER provides an opportunity for
DUINS students to document performance and is an exception to the
guidelines provided in Article 10.A.3.c.2.

Use the DUINS flowchart (Figure 10.A.7.) for general guidance when submitting
a DUINS OER.

10.A.5.b. Designation of Rating Chain Members

1.

For Reported-on Officers assigned PCS duty under instruction to a civilian
institution, industry training, or to NPS Monterey, rating officials will be
individuals within the appropriate program managing office.

For Reported-on Officers assigned PCS to duty under instruction to Service
schools such as flight training, Naval War College (command and staff), AFSC,
etc., the host Service’s chain of command will function as the Supervisor and
Reporting Officer. The Reviewer will be either the Coast Guard liaison officer (if
any) or an individual within the appropriate program managing office.

CH-32 10.A. Page 53



COAST GUARD PERSONNEL MANUAL CHAPTER 10.A.

For officers assigned PCS to duty under instruction to senior Service Schools,

e.g., Air War College, Naval War College, National War College, or State
Department Foreign Service Institute, etc., the host Command’s chain of
command will function as the Supervisor and Reporting Officer. The Reviewer
shall be a Coast Guard officer in the grade of captain or above from the
appropriate program managing office.

OER FOR DUTY UNDER INSTRUCTION (DUINS)

10-A-5.a(1)

Is PCS DUINS assignment

flight training?

an academic program, industry training or

ACADEMIC [ IND. TRAINING

FLIGHT

Submit OER upon
detachment of officer or

completion of program.

Is ROO on
annual or semiannual

submission schedule?

ANNUAL

Submit OER at the end of
each training phase.

SEMIANNUAL

Submit OER once a year
in conjunction with
school’s academic schedule,

normally 30 June.

Submit OER twice a year
in conjunction with
school’s academic schedule

normally 31 JAN and 30 JUN.

Key:
ROO = Reported-on Officer
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COAST GUARD PERSONNEL MANUAL CHAPTER 10.A.

10.A.5.c. Preparation

1. Section 1—Administrative Data. The Reported-on Officer will complete all items

in this Section and Section 13 (Return Address). The Reported-on Officer is
responsible for the accuracy of the information and the appropriate form for the
grade.

Items:

a.

b.

NAME—Last and initials only.
SOCIAL SECURITY NUMBER—EnNsure correct.

RESERVE STATUS/DRILLS CONDUCTED—IDPL officers only. Leave
Blank.

GRADE—Two-character pay grade (e.g., W2, O5) as of the end of period
date. Frocked officers shall use the report form appropriate to their pay grade,
not their frocked grade.

DATE OF RANK—Date of rank in all numerals (e.g., 1997/01/23) for the
rank of the officer associated with the period of report.

UNIT—The name of school, college, or university being attended or
designation of industry training.

ADMINISTRATIVE TARGET UNIT (ATU)—OPERATING FACILITY
(OPFAC).

(1) ATU—Use the two-digit numeric designation of personnel servicing unit
to which administratively assigned (e.g., 01 for First District, 98 for
Headquarters).

(2) OPFAC—Use the OPFAC number assigned to the institution.

DAYS NOT OBSERVED—Enter a two-digit number in all categories
representing the days not observed during the evaluation period.

DATE REPORTED—Indicate the actual date of reporting to the school
specified in f. as shown by endorsement on orders. Enter date in the same
format as e. above.

PERIOD OF REPORT—The regular reporting period commences the day
after the ending date of the previous regular OER and ends on the date of the
occasion for the report. Dates shall be entered in the same format as e. above.

OCCASION FOR REGULAR REPORT—Mark "Annual”, “Semiannual” or
"Detachment of Officer" as the occasion for the report.

EXCEPTION REPORT - Leave unmarked.

CH-32 10.A. Page 55



COAST GUARD PERSONNEL MANUAL CHAPTER 10.A.

m. DATE SUBMITTED—The date the Reported-on Officer submits the OER

form to the Supervisor. Dates will be entered in the same format as (e) above.

Section 2, Description of Duties and Attachments.

a.

C.

Identify the institution or school attended and its location, the program or
degree sought or earned, and the expected duration or completion of the
program.

List documents attached to the OER. Letter reports signed by school officials
are required at the completion of a DUINS assignment at the Naval War
College (senior college), Army War College, Air War College, Foreign
Service Institute (senior seminar), ICAF, National War College, Harvard
National Security Fellowship, National Defense University (NDU) Research
Fellowship, and Sloan Fellowship.

Do not attach transcripts or diplomas.

Sections 3 through 10.

a.

C.

The "Not Observed" circle shall be used for all marks. Leave section 9
(comparison or rating scale) blank.

As applicable to the program being attended, course titles, grades, and grade
point average for each semester covered by the OER shall be listed in Block
3f.

No other comments are authorized in these sections.

Reviewer Comments. Reviewer comments shall follow the format specified in

Article 10.A.4.d.
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U.5. DEPARTMENT OF
HOMELAND SECURITY
U.5. COAST GUARD
CG-5310A (Rev. 10-06)

OFFICER EVALUATION REPORT (OER)

Walidation:

1. ADMINISTRATIVE DATA [YYYYIMM/DD) (YYIMMDD)

a. NAME {Last) {Initials) b. S8N c. GRADE | d. DATE OF RANK e. DATE REPCRTED
DOE 1 D 000-00-0000 03 P 2008 107/ 01

f. UNIT g ATU - OPFAC . DAYS NOT OBSERVED
UNIVERSITY'S NAME 13 . 66266 | w \

i. PERICD OF REPORT [YYYYIMMDD) j. OCCASION FOR REPORT (Mars only one) k. EXCEPTION REPORT DATE SUEMITTED
200907, 0170 2010:06:30|0 g = (O Jadretd (3 pumaon soecis (O corewrert| 2010 106/ 30

2. DESCRIPTION OF DUTIES: List primary duty and summarize all duties and responsibilities (provide Reserve time if applicable).

PRIMARY DUTY:

DUINS: UNIVERSITY NAME., LOCATION: DUINS PROGRAM TITLE: MASTER OF
EXPECTED DURATION/COMPLETION DATE OF PROGRAM:

ATTACHMENTS:
3. PERFORMANCE OF DUTIES: Measures an officer's ability to manane and to get things done.
2 DLANNING #WD DREDAREDNFRs] 1 | Got cagtb}l ncu-\exgs:lcd appeared to be Conzictertly preparsd, Set high but reaictic | © |Excestionsl pregaration M.Mays ooked berw: T D
..c;r'.:ll .JhYd 2 ia’ag.e[:t u1[ea||s tic E: L.sef| sound flt:{la Ito set prorties a'd m11sd§jl° events o :is S uly
5. s mmascra.e criteria to set zadings. Used qualiy tools and processes balanced  competing  deman:
Aty 1o anbicipats, determine goals, %rzl:ntes ard desdines. Rarly had olan of develoe aCtio i nlg' L F;n'fieel kcy strategies wit hcp;[ln%mc ¥ pi Asse;se:gal
g?;ll{f}'es ﬁ%ﬂmﬁflﬁ'ﬁaﬁ achior. Faled to focus on relevant nfomation. Irfrmiation. Ken' sugenvisors and stake- aegects of protlemns, Incliding undedyng isouss
infue and impact.
gi%’s“frfﬁf the unit's and Coast O O O D @] O OO
b. LISING RESOURCES: Concenirated on unproductive activities or Effectively managed a varety of activities with 'usuallr skiled at bn"gl'? SCAICE MESOUCES
oten C\rﬁrocksi C{ |aal dm‘nanus[:d ”Faleu 1o a\ralab:z‘al 'e;’cuoas o [l' empowered to kea the most o x:al cf[ c01;1mlng
& use penoe LCT: 10 nol Toow U e = oIl me  man ’, smams MZea  procuciivil througn
f-‘tf]:,#a[%-,mna-%a.g? 'al:'g n;gg,:",?i Miz: F_ ‘f:tl'rd[gﬂ money or tims. oM g nates’ a[gre;_m eﬂec Ve delegation, crrpcmarr%ﬁ’ gd
foel onrmo*e’ts a2 el Uged ins e foole or left cubordinates productively. Ensurcd subondinates  had follow oAl WEYE
Exterral publcs without 'n:aa-v; toaccomglish  tacks ateque fools, materas, fme and directon systcwatcally redics eoet, =||'n|-a'e mase
Employed wastsful me’ho-ds ~ 1 COPB TS, sa.g'twa)'s to cat wassts. | @ improve Eficiency.
@) 9] O O @ )] ol0
c Routine fasks accompisned with dificuty. Got the job done in all routing situations and in Mairigned copfimal kbalance among  auslity,
Resuts often late oo of poor guaity. \Wor many wiyzual oneg. Work was timely and of qua-rl . and limeinsee of work. Cuslity of oun
Cuslity,  quantity, tmelness and had a negative impact on degartmerit or high” gazlity; reguired same of subondinatss. nates’ work sumpasssd expeciations.
imoas of viotk, Mantzirsd  the  staus | quo  despits Fisults had a positve impact on department or was.lts had a significant posilive impact on wnit
opportunities to improve. unit. Cortinuouely  improved  eefvicee and or Coaet Guard FEstabiched cleary effective
. orgmizational sffectivenses. | systems - of contuolE |'nnr0\le'nsnt
@) Q @] Q o 0|0
d ADAPTABIITY: Unsble o gaupe effeciiveness of work, Receptive fo_change, new information, and Rapdly assscsed and adusted to charging
recognize  polifical redlites. o make fechng Effeciively used benchmarke to condtions, poiibcal rediities, new information
Aty to medey work methots and adjstments when needed  Ovedooked of improve performance and senice. Monitored a-\d techiciogy.  Very exilld = ushy and
pivites M tezzonce to mew screened out new information. Cverreactsd or progress and c'a'ged course &5 reguirsd. esponding 0 measwement  indicators.
Fizmater,  charging conditions, resgonced slow'y to change in drection or -feclrueh- dealt with pressire and ambiguty. C'a'lmofed organizationsl  improvemenis.
roltical realties, o urexpectsd swironment.  heffective  in amboglous i smooth  transtions. t Effectvely deall with extremely comples
racles. compiex, o pressured situations. dI'B... ion fo accommodate societal trends or siations. Tumed pressure and ambiguty into
i paliica’ realfies. consfructive forcee for change.
O O O ) O )] 0|0
e B A OMPETENCE Cuectionable  compedence and  credihiit Competent and credble authority on speciall :wp:ﬂ:t = s- advice and actions showed
rational of speciaty expertics |nadequaL ot cgaratmal BEues. rsg Fa::p ) great pcﬂ] deoth  of  keowlsdee.
Aty to acaure, apoly and chare or lacking in key arsas. Made little effort ta excellent opsrationa or spccalty expcms= for \urrar-ca.l° grasncfconnex [ESUES, CONCERTS,
techic and administrative professional Used knowleds assigned duties.  Showed professional growth and situations. Rapidly developed professional
imawedae and skils azsocized wih power against o’has or bluffed ratrer l-a- threlgh education, freinng and profecsiona growth  beyord  expectabionz. i I
descrption of | diies.  (Inchidss a:lcncw:%l lg ance.  Effectivenses read ared knowesdge and mformation comveyed  Knowledge,  drectly  resufing
CRETENONA SIPSCIE SUCH 35 Mg to mited k'wlsjge 01 own wih dthers clearly and Simply. Understood increased  workplace  productivity. nsl;tlrful
safcty seamamshp, | amanshs, organizational role and customer nesds own crganizational mole and cusiomer neede. il of own role, cusiomer nesds,
eic., a3 approrizie ) 0 O O ®) (| e o ok O Ol

COMMENTS:

LIST COURSES, CREDIT HOURS, GRADES, ACADEMIC AWARDS AND SIGNIFICANT ACADEMIC

ACHIEVEMENTS. (DO NOT ATTACH GRADE TRANSCRIPTS OR DIFLOMAS)

Previous Edtion Obsolete




DATA CAPTURE FORM

Complete and return this form to CGPC-opm-1G, with one copy to your Program
Manager, within 30 days of reporting to school. The data you supply on this form is
used to help manage the Officer Advanced Education Program and to maintain a
locator list. It also allows for placement of your name and address on the Coast Guard

Magazine mailing list and for us to forward pertinent information to you on changes
and trends in the Coast Guard.

NAME (LAST, FIRST, MI)

EMPLID RANK
TRAINING PROGRAM GRADUATION DATE
/ /
SCHOOL NAME/ADDRESS SCHOOL PHONE
( ) -
HOME ADDRESS HOME PHONE
( ) -
DATE FORM COMPLETED E-MAIL/INTERNET ADDRESS

/ /




